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APPLICATION FOR RECORDS RETENTION SCHEDULE oOFFICE OF THE SECRETARY OF STATE

RECOROS MANAG EMENT D{VISION

-

PO, p—

INSTRUCTIONS: See Pubhcatlon No. 76-8M-1 for instructtons on completmg this form. Forward sugned original to
Department of Archives and History, Records Management Division, 330 Caputol Avenue ,Atlanta, Georgia, 30334,
Attention: Scheduling Section. 7 7

FORAGENCY USE___ | 1. Agency Address ‘v | FOR RECORDS MANAGEMENT USE

Applieation Dete Merit System of Personnel Administration [Appfication Number . =
| Classification and Compensation Division Q_ o
————— : 244 Washington Street, S.W., Room 507—H Fouss Rocanes o ~-~lé ]
Application Number Atlanta, Georgia 30334 | J;:L. eo;“gd]ggo ate Complate
| S— o R =1 S i s SO | ;;M -!::“:!&gg—-—u—-
2. Pefson mContact | Working Title Telephone Numbear
Jerry W. Saylor ~ Division Director _656-2712

S ey mnpen = : AT aa R ST e R STEL L ew S Do i e i 2 n i e - i s e T i Al M e L

3. Actlon Requested
8. . O Estabusn Retention Schedule; rdr:ord will continue to accumuiate,
b. O Dispose of present accumulation; no further sccumulation anticipated.
¢ 3 Amend Application | No..£30 _12/12/72 Check One: £ % Change; 3 Supercede; O Void

4. Dates of Serias [ 6. Records Serles Title (followed by title used in office; If differant) T T T
Earfiest Latest CLASSIFIED POSITION HISTORY FILES
8. Division and Offwe 'Fft‘nc;?nﬁn* B ﬂ\‘ﬁ‘tﬁaﬁa the funct!on of the Division and the Offsce in which this racord series is created? T

The Classification and Compensation Division is responsible for developing and maintaining
the Merit System Position Classification Plan. The Division develops and maintains class
specifications for each class; reviews job descriptions to insure proper classification;
and allocates each position to a class. The Division also reviews non-classified and
exempt positions not under the Merit System for compliance with rules for exempt positionms.

7. Raeord smn Dewriptlon This file eontains the follow:ng documanu ﬂncluda form numbers and titles, If any)
Attach samples of the file, -

Documantsnlating to: allocating classified positions to classes on the basis of job
' descriptions.

Included are: all related job descriptions and notices of position actions, and other
' information and correspondence related to the individual position.

Fule is arranged: chronologically by year; thereunder by GEMS depaftment nurber; thereunder = -
. SRR numerically by position mumber. * ' '

PR P —m mEEE & TR Eme Sh LA el e i e e e —am m am . . & P T

8. Monthly Rcfannce Rate How often are recards referrad to which are:

One to six months old EWice _ _: Seven 1o twelve months old _once ___; Thirteen to twenty-four months old less than ond
Qnentv five months and older eSS _ thala once ‘

[ L T T T QU e msian e e s TS el i A e - M TET s

9. Annual Rate of Aceumu!atiin f Records
Lemr-tizo drawers . .22 ; Legai-size drawers. ;Shelves . ... _.;Qther (mac:fy) e e g = e A e

53, 800 ﬁositlons - 1500 2000 abolished and 1750 3000 establlshed each year.
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YEé VNO 10. Que'nionnaire“ (Place 2n X" in the proper column) B S

a. lIs this the official copy of the series?
X 1 If not, where is it? I e

b. Does the serigs contain cénﬂdential information requu'ing security handhng? If yes, cite iaw or regulatlon

] c. Isth;sa\utalrecord? - e , T
d. Does this series have hustorncal or long term research valuc? ' !

\f.'
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. T 8. When one or two documents in tha fils make it necessary to keep the entire file for a long penod could these
Bl N __. Hocuments be scheduled separately? :

- Yaw in. th:isrimmnuhlhhgd?_mm,mgy.
™~ g. s ta

ined in this series ever lnalvzod and/or recorded in a summarized report7
_Mfves, attacheopy. . __ .. —
h is there a duplication of this series in your office, or in another ofﬂca or agancy?
X if ves, where? Duplicated in agencies
X 1 1. Isthis series (or a malor portion of it) requltarly microfilmed? -
X i._Does the record series result in 8 computer printous?
11. Retantion Requirements "% The following requires the series to be kept:

2
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a. State Law —— e YRETS, d. Audit period , e Y8OFS,
b. Statute of limitation ) — e __Y®ATS, 8. Administrative need 2 years,
¢. Federal law e e _uY€rS, - f. Federal retention instructions — vears.

Attach copy or axcert of laws or regulations. Explain administrative need.

Office reference and official State file subject to call for use in administrative hearlngs
or courts of law as evidence (for a short time following abolition).

e b e it e e

12 Appﬁdud Dlwositidn Inttructions ~ This agencv recommends that the file series be cut off at the end of cach
o o " "0 Calendar Year; O Fiscal Year; & Other . _then,

O Hold in the current files ares —~--month(s) —______ vyear(s); then

0 Transfer to local holding area; hold _._ . . _year(s); then

O Transter to State Records Center; hold . _..___.year{s); then

O Destroy.

0] Transfer to State Archives for permanent retention,

@ Other (Specify)

Upon abolition of position, transfer to inactive file; cut off inactive file at end of
each calendar year; hold in current files area 1 year; then transfer to State Records
Center; hold 4 yeais; then destroy. )

-

Thess instructions apply to all prior and future accumulations of the series,

_Aleney Head/Designes_(Sigature) [ " Date [ Records Managsment Officer /Signature) T
L’ 30"9 - . State Records conirg‘ytae (Signaturs) _ Date
Recommendations in para- | T : ) l '

graph 12 are approved. State Auditor/Designee 7- )"’ f /
{If disapproved, attach lettsr T , o
of explanation.) | Sacretarv EE_S_tate/Des:gnee Z‘_'gb - b— 2

: Attorney General/Designee
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' . B STATE . , ’2—:—- L . OFFICE OF BECRETARY OF STATE
. oF - App1 jcation for DEPARTHERT OF ARCHIVES & NISTORY .}PME
seoria RECORDS DISPOSITION STANDARD  sscoms ssopuest ssisto :
] , Arplicetion Date ansrnurrigi?—_ See saparate instructions for completion sf R FOR RECORDS MANAGEMENT DIVISION USE . ;\
24144779 front and reverse of this form. Sign original and two copies bete Received Applicetion No: Date Completed
D Asency Lppiication fo. - fand rorvard o pepartment of Archivee and #iatory, Attention: DEC 8 197 ' DEC 1
u 972 _3 0 2 1972
MS 301 Rc:ara‘. Wanagement Officaer. ! {
3 AGERCY | Dl-i-\nn Subdivision & Ad-int-terin. Office Aadreon

‘. -Ptrlo» to Contect
Georgia State Merit System

Michael M. Morris
Classification and Compensation Division

5 'Uorllnl Title 6 .Tel. Wo .

" | Personnel Tech. II 656-2709
T.KE|TUN REQUES|ED

E] ESTABLISH DISPOSITION STANDARD;
RECORD WILL CONTINUE TO ACCUMULATE.

8 .Earliest & Latest
Dates of Series

Current

DISPOSE OF PRESENT ACCUMULATION;
NO FURTHER ACCUMULATION ANTICIPATED

9.Exach Series Title
MerieSystan-

Job Description and Allocation Files

10.

What is the function 6f the office in wﬁichvthis record series is cf;ated?

These records accumulate as a result of administering a state-wide program of Personnel
Administration and are created as a result of (but not limited to) establishment and
maintenance of (1) Classification Plan consisting primarily of a class specification for

each class. (2) Job Description for each position. (3) Allocation of each position
to a class and (4) Compensation Plan.

11 This file contains the following documents: (1nclude form numbers and titles, if anya
and file arrangement).

(1) The file relates to allocation of positions to classes on the basis of job description.

(2) Each folder contains the current job description, history and allocation aufhorization,
and applicable modifying information.

(3) Filed in position number order by department.

~ ATTACH SAMPLES OF THE FILE

_ ]
EQUIPMENT NCCHPIED Na. af Drawers Cu. PL. of Records I No. of Drawers Cu. Pr. of Records
Letter-st Fiie D ) l ARRUAL RATE OF ACCUMULATION
-size L] Tavara
2 10
f '_ s ( ’ )' In Officels) Tn Storage Areafls)
Legal-sizte File Dravers loor Space Qeccupled (Square eet
: 100
: R
+ This Last PrecedingfAll Prior
. . Year's Tear's Year'e Yeare'
: Diebold Power Files 31% 157%
a4
t AVENAGE DAILY REFERENCES . 150 1-25 110 100
i .
1
Fors: AR-50.7)
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? PAGE 2

QUESTIONNAI RE risce an "2 in the proper colusn. If anaver te "YES,” plesse erplatn
13. Is this the Record Copy‘of the series?

14. Is there a duplication of this series in another office or agency?
15. Is the information contained in this series ever sumarized or published?

16. Does the seriés contain classified information:requiring security handling?

18. Could the function be performed if the files were lost or destroyed?
19. Is the series (or major portion of it) regularly microfilmed? If yes, why?
20. Does the record series provide data as input to an EDP file?
Merit System position allocation EDP file. :
21. Does the record series contain documentastion produced as EDP printout?
Merit System position allocation EDP print-out by document and class

sition of these files?

23. Will there be a need for these records 10, 15 years from now? If yes, what?

Each agency has a copy of job descriptions for that'agency. Computer file also.

Attach copy of summary or publication. position alloéatibn EDP print-out only.

17. Does the series initiate, amend or terminate agency policies and procedures?

22. Has the Federal Government issued instructions governing the retention/dispo-

"ES . ’NO
kD L]
] [ ]
(] [x]
[1 ]
[ 1 [x]
®] [ ]
[ 1 [x]
][]
B1 O[]
17 K]
k1 ()

Required as tong a5 position—isauthotrized—
2L. REQUIREMENTS. The following requires the files to be kept Cucrent years:

LAW LIMITATION PERIOD LAW DECISION
(Cite Law, Statute, or other reason for the retention requirement)

State Law - Merit System Act - Rule 4 of Merit System Rules and Regulations.
Superced by Georgia Records Act of 1972

a.[JSTATE ©b.[]STATUTE OF «c.[JAUDIT  d4.[]FEDERAL e.[g]ADMINISTRATIVE £.[ JHISTORICAL
VALUE

25. This agency.recommends the following disposition of the file serles.
R e .

"1™ t1les area till end of calendar year; transfer to Archives,

e ey

- Upon abolitliton of positlon, transfer to an inactive file; hold in current

This disposition is recommended by head of State Records Section of Archives.

. (Indicate briefly rationale for recommendations above/or write additional remarks) :

Rooords Manageamen ézze” EBTEN .|  OTHER REQUIRED SIGNATURES
2 i d LA .

s
26. Recommendatigdsdgenby Head/Designee = =
in paragraph’ 25 Approved Disapproved | 4z (. @/ Z

are: ate Auaitor/Designee - . :
[ A Approved [ ] Disapprovedjy,),\) N\ \ ‘J

I_STATE" RECORDS|_JSe of State/Designee Y 2
|_COMMITTEE [uj%ed_[ 1 Disapproved kai /‘Atzxf

Attorrey General/Designee p ()
A Approved [ ] Disapproved] AL~/ (/




